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CHAPTER I 
INTRODUCTION 
This paper is a practical and comprehensive guide 
for preparing yearbooks. Yearbook publishing is a popular 
activity in the modern school, and proper procedures are im¬ 
portant. Supervision of the publication is difficult, and 
few manuals are available to aid the advisor. 
The school administration, of necessity, is often 
forced to give the responsibility of supervision to an 
inexperienced or uninterested teacher. The result is a 
bored or incompetent advisor, a poor yearbook, and little 
educational value for students. 
Scope of Problem 
The purpose of this guide is (1) to aid the inex¬ 
perienced teacher who must assume the task of supervising 
a yearbook, (2) to provide a source of helpful suggestions 
for experienced advisors, and (3) to insure successful, 
well-coordinated productions with educational value for 
every student in school. 
The guide covers the problems of staff organization, 
business management, and editorial direction. 
2 
Source of Information 
The background of the writer includes five years of 
yearbook supervision, personal interviews with six yearbook 
publishers, and extensive reading and researching on year¬ 
book production* 
History of the Yearbook 
The presence of the yearbook in the high school is 
the result of "another of the many activities of college 
life which the high school imitated.”1 Before the first 
printed yearbooks appeared in the late 1880's, students 
exchanged photographs and mounted them in an album together 
with handwritten notes of "newspaper clippings to serve as 
a reminder of school days."2 The next step was to mimeo¬ 
graph the printed material and paste the pictures on the 
various pages. 
As late as 1920 only a few of the larger high 
schools Included the yearbook as an activity. Criticisms 
from educators and patrons hampered the initial progress of 
yearbooks. Comments usually concerned the high cost of 
^Elbert K. Fretwell, Extra-Curricular Actlvlties in 
Secondary Schools (Boston* Houghton Mifflin Company, 1931)# 
p. 353* 
p 
Calvin J. Medlin, School Yearbook Editing and 
Management (Manhattan, Kansas* The Kansas State College 
Press, 1949)# p. 1* 
3 
production and the length of time spent on the project.^ 
The depression all but eliminated the publication.^ 
Schools resumed the activity in the late 1930*8, 
and today yearbooks are an estimated #50 million industry 
through the combined efforts of high school and college 
staffs* The average cost of printed high school yearbooks 
is near #2500*5 
Not all schools publish yearbooks, and others have 
retained the mimeographed version* These situations occur 
most often in the smaller schools* 
Although the yearbook today is a more expensive under¬ 
taking than the pasted-picture editions, ”the modern high 
school annual is even cheaper in price than if each student 
attempted to accumulate for himself a record that even 
approximated the modem yearbook in completeness.”6 
^State Board of Education of Idaho, ”Tenative Bul¬ 
letin for Teachers* Extra-Curricular Activities for Junior 
and Senior High School,” Idaho Bulletin of Education* 
Vol. XVII, No* 6 (Boise, Idaho: State Board of Education 
of Idaho, January, 1932), p* 87* 
^Harry C* McKown, Extra-Curricular Activities (New 
York: Ihe Macmillan Company, 1^37J, p. 445* 
^Medlin, loc* clt* An adjustment of #15 million 
has been added to the 1947 figure on the basis of Increased 
costs and the additional number of high schools that have 
initiated yearbooks in the last seventeen years. 
^Franklin A* Miller, James H* Moyer, and Robert B. 
Patrick, Planning Student Actlvlties (Englewood Cliffs, 
New Jersey: Prentice-Hall, Inc*, 1$56), pp* 462-463* 
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Objectives of the Yearbook 
Today the yearbook is an accepted tradition in 
twenty thousand schools in the United StatesA person 
values it for the same reason he did when he pasted up his 
own copy* For all pupils, it is a memory book; for those 
who helped to produce it, it is an educational experience; 
for the school, it is a good-will booster if it is properly 
prepared* A yearbook is a pictorial history of one year in 
the lives of pupils, teachers, and administrators in a 
given school* 
The yearbook should be a publication for the entire 
student body* MIf the publication cannot be Justified on 
the basis of its values to the school (students), it cannot 
be Justified at all*M® Some schools direct the appeal of 
the book toward the senior or Junior and senior classes; 
consequently fewer students benefit from the publication* 
The rest of the school takes no interest in it and properly 
refuses to buy it* A school may Justify having a yearbook 
by the number of students who buy and use it* 
The writer considers that the following objectives, 
compiled from the lists of three authorities, best apply 
^Medlln, 0£. clt*, p* 11* 
8 
McKown, op* clt* * PP. 355-356. 
5 
to yearbooks: 
For the pupils: 
1* To provide a means of learning through doing* 
2* To develop skill in producing a good publication* 
3* To develop qualities of co-operation, tact, 
accuracy, tolerance, responsibility, initiative, 
and leadership* 
4* To encourage creativeness* 
5* To encourage the exploration of worthy vocational 
pursuits* 
For the school: 
1* To act as a unifying agent for the entire Bchool* 
2* To record the history of the school* 
3. To advertise the school* 
4* To foster cordial relations among schools* 
g 
5* To create good public relations. 
^Ibid.; Franklin A* Miller, James H. Moyer, and Robert 
B* Patrick, Planning Student Activities (Englewood Cliffs, 
New Jersey: Prentice-Hall, Inc., 19561* pp. 421-424; Harl 
R. Douglass, Education for Life Adjustment (New York: Ronald 
Press Company, 1950), p. 3^4. 
CHAPTER II 
GUIDE 
This guide Is designed for advisors Who start work 
with staffs In the spring* If an advisor is starting his 
first year in the position, he will have to modify some of 
the suggestions and procedures* A first year advisor 
should meet with the principal to determine and clarify 
policy concerning the yearbook* 
In most cases the high school principal is an un¬ 
official member of the staff* For the best results, educa¬ 
tionally and financially, the principal must provide co¬ 
operation and assistance to the yearbook staff* 
Yearbook Staff 
The yearbook staff should be a year-round organi¬ 
zation* To produce quality yearbooks, this organization 
must have definite criteria for staff selection and effective 
procedures of operation* The organizing of a skeleton staff 
must start in early spring one year before the book is to 
be published* This will insure that spring activities will 
be Included and that the school will have a complete and 
well-planned yearbook* 
Several schools today are using the fall delivery 
7 
plan. This arrangement enables the staff to work from 
September to June and makes it possible for the school to 
publish a yearbook less expensively and Include in its 
publication one complete school year. An advisor in this 
situation also should organize the nucleus of a staff in 
the spring to provide smoother operation. 
The publication of a yearbook should be a systematic 
educational activity through which pupils gain an apprecia¬ 
tion of book-making and magazine production. Pupils can be 
trained, through their work on the yearbook, to be punctual, 
to be accurate, to be dependable, to be co-operative, and 
to add to their skills in the art of self-expression. In 
setting up a budget for the yearbook and in seeing that it 
balances, in selling subscriptions and in soliciting adver¬ 
tising, and in raising additional funds, students gain 
valuable business experience. 
Staff Selection 
There is no excuse for having more than a 50 per cent 
turnover of the staff each year. Seniors should fill major 
editorial and business positions, but Juniors and sophomores 
should work on the staff as sub-editors or managers for 
experience. A staff organizational chart is shown on the 
following page. 
If this plan is not used, inexperienced persons will 
occupy responsible positions year after year. The presence 
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of such Inexperienced personnel increases the duties of the 
advisor and forces hi® to start from the ground floor with 
each new staff* 
The most important staff selections are the editor 
and business manager* Without exception the advisor should 
use some type of appointment system to fill these positions 
rather than depend upon an election procedure* Neither 
popularity nor scholarship guarantee a capable editor or 
business manager* 
An advisor may use a number of variations in appoint¬ 
ing students to these positions* ftie most desirable method 
is a publications board made up of the advisor and outgoing 
editors and business manager* The committee need not be a 
large one* If the business area of the yearbook has a 
separate advisor, he should be a member* Other students 
from the present staff may serve on the board if the advisor 
feels it Is necessary* 
With or without a selection board a desirable pro¬ 
cedure is having students submit written applications for 
the positions* An application form enables the candidate 
to list his qualifications regarding experience, gra4e aver¬ 
age, and time available to devote to the job* It helps the 
students realize their responsibilities to the publication 
and to the school* If applicants are numerous or screening 
is difficult, a minimum requirement of one or two years of 
10 
experience on the staff might be indicated on the form. 
Although there are other satisfactory methods of 
selecting the editor and business manager, the procedure 
outlined in this paper has distinct advantages. It assures 
the selection of students with experience, it combines the 
Judgment of several persons in the final selection, it 
encourages earnest participating from the underclassmen, 
and it reflects the Importance of capable leaders for an 
Important function in the school. 
Editorial Assistants 
Immediately after his appointment, the first respon- 
slblllty of the editor is selecting editorial assistants. 
Definite assignments of responsibility create a smooth 
running staff. These assignments may differ somewhat from 
year to year, but, in general, staff appointments will 
Include three or four associate editors, copy editor, art 
editor, photographic editor, class editor, organizations 
editor, activities editor, sports editor, administration 
and faculty editor, and student photographer. A good organi¬ 
zational procedure is limiting the associate editors to 
underclassmen so that they will gain experience to aid the 
succeeding yearbook staff. 
All editors should be capable of writing copy, head¬ 
lines and cutlines, editing copy, and reading proofs. 
11 
Business Assistants 
The business manager may use much the same method 
In selecting his assistants as the editor did. For a 
medium sized yearbook he will need three or four associate 
managers, sales and circulation manager, advertising manager, 
and bookkeeper# As in the case of the associate editors, 
underclassmen should be associate managers so that they 
may acquire experience. 
This area usually requires several more staff 
workers than the editorial department. The advertising 
manager will need solicitors and typists, and the sales 
and circulation manager will require salesmen, collectors, 
and distributors# 
General Staff Operation 
The editors and managers form the skeleton staff. 
These members plan the entire book and outline a budget 
before school closes in June. The other staff workers such 
as typists, office helpers, salesmen, advertising solicitors, 
and copy writers are organized by the editors and managers 
immediately after school starts in September# 
In addition to having good editors, the yearbook 
staff needs a work room of its own, equipped with desks or 
tables and chairs, bulletin board, files, supply cupboard, 
typewriters, and bookcases for reference books and yearbooks. 
12 
Recognition of good work is essential to keep staff 
morale high* One of the best ways to reward staff editors 
Is by election to the local chapter of Quill and Scroll. 
Another commonly used award is the service pin. The 
school may design its own award or may buy attractive pins 
from the National Scholastic Press Association or the Colum¬ 
bia Scholastic Press Association. 
Many schools have awards banquets for publications 
staffs near the close of the school year. At these Journa¬ 
lism dinners upperclassmen are rewarded and underclassmen 
are inspired. Other schools recognize outstanding Journa¬ 
lists at all-school honors programs. 
Specific Staff Responsibilities 
The key to successful yearbook production is proper 
preparation. To prepare or plan any assignments, a person 
or staff must have definite goals and defined responsibi¬ 
lities. A clear understanding of any position is essential 
to an individual so that he can become knowledgeable in his 
area. Specific Job definitions also make it possible to 
pinpoint weak staff members. The advisor can then provide 
additional guidance and counsel these members before the 
entire operation is affected. 
Specific staff responsibilities can be posted in 
the yearbook office or listed in a yearbook guide for staff 
13 
members* The Job descriptions may even be used as part of 
the procedure for selecting staff members* Interested ap¬ 
plicants could write a short explanation of how they would 
perform their Job better than It was ever done before. 
Job descriptions may vary from school to school* 
Basically they would Include only the major staff positions. 
Including the advisor* The latter description Is Important 
to the staff so that It will know exactly what to expect In 
terms of leadership and censorship* 
Advlsor 
No editor and no staff can afford to underestimate 
the Importance of the advisor* The advisor should! 
1* Be sure that the yearbook Is really a pictorial 
representation of the history of the school year* 
2* Be a diplomat and a realist* 
3* Be the dynamo that generates a creative book* 
4* Guide and counsel* 
5. Know the philosophy of the whole school* 
6* Be the liaison for school and community, students 
and faculty, seniors and underclassmen. 
a 
7* Supervise and check all work of the staff* 
8. Be persuasive, not dictatorial, but definitely 
be a part of all important decisions* 
9. Remember that yearbook production is an educa¬ 
tional activity* 
14 
Edltor-In-Chief 
The editor of a yearbook can make or break the 
operation* A poor editor is worse than no editor* The 
good editor will be a wide-eyed, open-minded, well-organized, 
knowledgeable, and helpful creative director of the editorial 
staff* The editor should: 
1* Help in selecting a suitable theme for the book* 
2. Prepare a budget with the help of the advisor 
and business manager* 
3# Work out a sensible dummy* 
4* Confer with the advisor on matters relating to 
staff appointments, picture schedules, lay-outs, 
contracts with publishers and photographers* 
5# Help photographers in getting story-telling 
pictures that are ”alive” and have impact* 
6* Make assignments to staff members, set up dead¬ 
lines, check picture schedules, provide specific 
requirements for copy. 
7* Help train staff members in the performance of 
their jobs* 
8* Write Important copy and adopt a suitable style 
for the yearbook. 
9. Provide all copy writers and copy readers with a 
style sheet on capitalization, punctuation, and 
spelling* 
15 
10* Assume responsibility for checking page lay¬ 
outs, making shipments to publishers, and double¬ 
checking all copy and pictures* 
11* Maintain harmony among staff members* 
12. Keep constantly in mind that the yearbook is 
being published for the whole school Including 
the students, the faculty, the administration, 
and the community. 
13* Remember that slipshod production reflects not 
only upon the editor but also upon the entire 
school and community. 
Business Manager 
If the business manager takes his Job seriously, he 
will be busy the entire year. His duties are numerous and 
his problems are often difficult to solve* The business 
manager should! 
1* Select the necessary assistants with the help of 
the advisor. 
2. Set up a budget with the editor-in-chief and the 
advisor. 
3. Help the circulation manager plan the sale of 
yearbooks. 
4. Help prepare advertising copy* 
5. Supervise all bookkeeping and accounting. 
16 
6, Handle all business correspondence, 
7* Help the circulation manager direct the distri¬ 
bution of yearbooks, 
8, Send out tear sheets of advertising with appro¬ 
priate thank you notes, 
9# Plan any additional fund-raising activities 
needed to publish the book. 
Class Editor 
The class editor, as the name indicates, is in charge 
of the operation that pictures all members of the school. 
The class editor may be in charge of all classes or he may 
designate one of his staff members to be senior editor since 
this is an Important division by Itself, The class editor, 
along with the senior editor if there is one, should: 
1, Make contact with the photographer, 
2, Set up a schedule for the sittings either at the 
studio or at the school, whichever the photo¬ 
grapher and the school administration believe 
to be preferable, 
3, Give each student precise information about the 
time of the sittings, proper dress, and any 
charges, 
4, Confer with the principal on a schedule for 
sittings if they are to be during the school day. 
17 
5* Supply the photographer with specific information 
about glossies to be used in the yearbook such as 
size, heads!ze, and background* 
6* Work closely with the editor-in-chief on copy, 
class history, captions, and headlines* 
7* Check and double-check identifications and 
spellings of all names* 
Copy Editor 
The copy editor has a number of problems which develop 
because of minor changes in layouts during the production of 
the yearbook* He is never certain how much space he will 
eventually have. The best procedure for the copy editor to 
follow is to keep copies of the school paper, study other 
yearbooks, and write possible copy* He can rewrite more 
easily than he can originate while working in the shadow of 
a deadline* The copy editor should: 
1* Secure a staff of good writers who can write 
clear, accurate. Interesting material* 
2. Depend upon the editor-in-chief for definite 
copy assignments* 
3* Interview advisors, coaches, club officers, and 
administration officials to get accurate and 
complete coverage of all school activities* 
4* Check constantly on copy to see if it is practi¬ 
cal to the theme of the book* 
18 
5* Meet all deadlines. 
Sport8 Editor 
The sports editor becomes an important staff person 
because his section is vastly different from all others in 
the yearbook. He must make certain that he tells the sea¬ 
son story of each sport with interesting action shots, 
interesting reporting, and accurate records. The sports 
editor should: 
1. Assist the editor-in-chief on sports division 
layouts. 
2. Schedule team, individual, and game pictures. 
3# Collect all necessary information from coaches, 
players, and score books. 
4. Write acceptable sports copy, emphasizing team 
play, covering all varsity and Intramural sports, 
and including records established and league 
standings of all teams. 
5. Write Informative captions for all action and 
Informal pictures, giving significant facts to 
explain the action and to identify the players. 
6. Write headlines that highlight the chief accom¬ 
plishments of each sport. 
Photography Editor 
The staff of the photography editor might well include 
19 
the editors of the activity, organization, and faculty 
sections* The size of the school determines to what extent 
this area should he divided into various sections* The 
duties of the editor and staff members are not clear-cut. 
As far as the yearbook is concerned, they are the seeing- 
eye for the editor-in-chief* The photography editor and 
his staff should^ 
1* Prepare the schedule with the help of the 
editor-in-chief and advisor for all group 
pictures. The administration should be con¬ 
sulted as to suitable days and hours* 
2. Check the dummy carefully listing all pictures, 
formal and Informal, needed to complete each 
page of each division* 
3. Make an announcement covering the proposed 
picture-taking schedule a week before the 
pictures are to be taken. 
4* Make a second announcement the day before the 
pictures are to be taken* 
5* Establish a plan for identifying students at the 
time the picture is taken* 
6* Plan informal pictures in advance so that each 
picture suggests the work or purpose of the 
group. 
7. Check all names in a group picture against a 
20 
prepared master list for accuracy in spelling. 
8* Plan and help write captions for informal pic¬ 
tures. 
9* Inform the photographer exactly how the picture 
will be used on the page, particularly the size 
and shape. 
10* Gather pertinent information and facts needed 
for the faculty section. 
11. Provide or make sure copy writers have needed 
material on organizations and activities. 
Art Editor 
The art editor with the help of the art teacher can 
often give Invaluable assistance in improving layout. 
Together they can often see at a glance where white space 
may serve as an attractive frame. They can remedy a massive 
"photo-heavy” appearance by merely nudging a picture up or 
down a fraction of an inch. It seems sensible to seek 
expert advice when experts are available. 
Typists 
All copy must be typed. Typists are often considered 
insignificant members of the yearbook staff, but they are 
the people who put the finishing touch on much hard work. 
©iey have to be good copy editors if they are to be truly 
useful to the staff. They have to be excellent copy readers 
21 
and b© willing to re-type copy so that it is neat and accu¬ 
rate for the publisher* 
Business Management 
The basis of successful business management is sound 
budget control* Only after a conservative estimate of the 
probably income is it possible to construct editorial plans 
which will keep within the budget* 
The fundamental point to remember is that the budget 
must be the first consideration in the yearbook program* A 
committee including the advisor, editor, and business manager 
should draw up a budget to get a clear conception of how much 
money is needed, how it is going to be obtained, and when it 
will be collected* 
The budget committee must decide how the yearbook is 
going to be reproduced* 
Reproduction Methods 
The two general methods of publishing are the ,8pack- 
age deal11 and the separate contract system* Many firms, 
usually off-set publishers, send out representatives Who 
will contract to handle the reproduction of the entire book 
from printing to binding* This is known as the ^package 
deal*11 
This type of arrangement can be quite helpful to the 
22 
advisor and staff if they clearly understand what the pack¬ 
age includes and What the staff is to do, when and how. In 
any case, the advisor should discuss the merits of the com¬ 
pany and the representative with other advisors who have 
dealt with them. The advisor should study and compare the 
firms before selecting one. 
This advice also should be considered in all business 
dealings when separate contracts are made for typesetting, 
engraving, printing, and binding. It is most important 
that both parties understand specifications and live up to 
all agreements. 
Publlsher Selection 
One of the most difficult Jobs the advisor and staff 
will have is getting the publishers to talk about identical 
specifications. The reason for this is simple. In an ef¬ 
fort to be unique, most publishers call the same items by 
different names. For example, electric typewriter composi¬ 
tion is known by many names, yet almost all of it is prepared 
on the same type of electric machine. 
Hie staff should carefully break down all specifica¬ 
tions and be sure to talk to all publishers about the same 
things. This is best accomplished by itemizing all yearbook 
components in outline form similar to the example included 
on the next two pages. Costs can be noted on the form. 
23 
YEARBOOK SPECIFICATIONS 
I* Number of pages 
II* Number of books 
III* Size of book 
IV* Paper stock 
A* Minimum weight 80# 
B* Preferable weight 100# 
V* End sheets 
A* Plain white 
B* Colored paper 
C* Pictured 
1* Regular 
2. Colored 
D* Others 
VI* Composition 
A* By school 
Electric typewriter by publisher 
C* Linotype by publisher 
VII. Covers 
A* Kind of material 
1* Cloth 
2* Leatherette 
3* Plastic 
B* Design 
SPECIFICATIONS (CONTINUED) 
1* Original 
2. Stock 
C. Embossed 
D. Silk screen 
E. Color 
1, Base colors 
2. Grains 
3* Overtones 
4. Applied colors 
VIII. Binding 
A. Smythe sewn to meet library specification 
B. McCain side-sewn 
C. Side wire stitched 
D. Saddle stitched 
IX. Rounded and backed 
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Repreaentatlye. After itemizing all specifications 
and examining the prices from different publishers, the 
advisor and staff should try to determine: Does the sales 
representative of the company know the printing problems 
and their solutions? Will he visit the school often and 
provide needed service? Is he in constant contact with his 
company so that the staff can be assured that special 
requests will be followed? 
Final Considerations. In making the final selection 
of a publisher, the staff should determine: Does the 
company produce quality work? Does the firm follow good 
business practices? When must the staff pay for the year¬ 
books? What is the deadline schedule? Are the pages to be 
submitted in signatures or in facing-page groups? How long 
after the last deadline will the delivery date be? Will there 
be extra charges for picture enlargement or reduction, art 
reproduction, excessive number of pictures on underclass 
pages, or page proofs? 
Budget 
Simplicity is the key to a good budget. First the 
budget committee should list all sources of income and the 
anticipated amount on a budget control form similar to the 
one on the following page. On the same form the staff should 
list all anticipated expenditures. 
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BUDGET CONTROL FORM 
Name of Book 
ANTICIPATED INCOME 
Circulation 
Advertising 
Boosters 
Sale of Pictures 
Other 
TOTAL INCOME 
ANTICIPATED EXPENDITURES 
Printing and Binding 
Covers 
Photography 
Office Supplies 
Other 
TOTAL EXPENSES 
Date 
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Initial budgeting should be based on the same type 
of book with the same number of copies and pages as the 
preceding year# The financial pattern of income and expen¬ 
ditures does not vary much from year to year# Since the 
costs of production remain fairly constant, new ideas or 
plans by the staff make any major difference# If the price 
of yearbooks or advertising is altered, an adjustment to 
that effect can be made in the budget# 
The best plan is to start with a minimum budget and 
add to it when additional income is apparent. The primary 
pitfall to avoid is a simple one# The staff should not let 
good ideas run into pretentious expenditures that will 
quickly exhaust the income# They should cut the editorial 
pattern to fit the financial cloth# 
Increased costs of publication over the years demand 
that high schools plan carefully to avoid a deficit at the 
time of publication# High costs do not mean that the pub¬ 
lication is losing out in its large market. Instead, they 
mean that the staff must give extra time, thought, and 
imagination to carrying out the assignment# 
Yearbook Financing 
There are several successful fund raising posslbili~ 
ties and variations, limited only by the imagination of 
student staffs# The two main sources of revenue for the 
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yearbook are circulation and advertising. 
Circulation 
Much of the financial soundness of the yearbook 
depends on the success of the subscription campaign. Pro¬ 
bably the best method is to have the campaign early, keep 
it short, and make it intensive. An all-out two-week drive 
in September makes it possible to determine in the fall how 
much money will be derived from book sales. 
Sale of the yearbook accounts for a large share of 
the income. In some schools it is the only source available. 
Yearbook prices are seldom less than two dollars and go as 
high as ten or twelve dollars. The typical price is three 
to five dollars. 
Before starting a circulation campaign, the staff 
should establish a selling price and analyze the market. 
The primary market is the student body because the book is 
prepared by students for students. A new class must be 
oriented to the book each year. 
The campaign should endeavor to sell books to sixty 
per cent of the student body. In a typical school ninety 
per cent or more of the seniors buy a book. Juniors are the 
next best market with a range of thirty to seventy per cent. 
Other classes tend to fall off sharply with sophomores often 
buying fewer books than enthusiastic freshmen. Traditionally 
29 
large sales are likely to continue If the quality of the 
i 
yearbook continues* 
Sales Organization* For the circulation campaign 
it is advisable to select sales representatives from each 
homeroom or group of equal size* *Rie circulation manager 
should brief the salesmen on the complete procedure for 
filling out forms and giving the sales talk* 
The circulation manager should furnish each salesman 
a sales envelope* It should contain an Identification card, 
a receipt book with pages consecutively numbered, and printed 
forms for recording daily sales. Each day the salesman turns 
the envelope into the yearbook office to the business mana¬ 
ger, who compiles total sales and cash received* He turns 
all money into the advisor or the school office for deposit* 
The salesman picks up the envelope again the following day 
and repeats the procedures* 
The circulation manager should prepare a record sheet 
for all time-pay subscriptions and a master subscription 
schedule* ])uring the campaign he should promote sales with 
public address announcements, posters, assemblies, and 
stories in the school paper* Students should be made aware 
that no further sales of books will be made, and that only 
three or four per cent of the total sold would be ordered 
as extras for delivery time sales* 
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Some staffs have found that they can Increase sales 
by selling books to doctors9 dentists, lawyers, and barbers 
for use In their reception rooms* 
Distribution* Distribution of books is a major prob¬ 
lem* The circulation manager should work out a definite 
plan to get the yearbooks Into the hands of the students* 
One good system is to prepare a file card for each 
subscriber* The card should have the payment record of the 
subscriber and a place for his signature upon receipt of the 
book* If staff members alphabetize the cards by classes, 
they can distribute books simultaneously from four separate 
points* 
Under the file card plan, two staff members can work 
together in handling the mechanics of distribution. One 
worker looks up the file card of the subscriber* The second 
person takes the card, has the subscriber sign his name in 
the proper place, and gives him a copy of the yearbook* 
Ihis system provides a list of students who should get books 
and a written record showing the delivery of the books* 
Advertlsing 
Of all the areas of concern in yearbook production, 
advertising is the one that suffers most from poor organi¬ 
zation, no creative attitudes, and little desire to get 
results* These situations are so prevalent that many high 
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schools have caused their advertisers to consider the ex¬ 
pense more of a subsidy or donation than an investment 
toward more business* Despite this condition approximately 
eighty per cent of all schools include some form of display 
advertising in the yearbooks* 
The high school student who sells advertising must 
himself be MsoldM on the value of an advertisement in the 
yearbook* He is sure to reflect this attitude in his behavior 
in the prospective sales situation* ftie creation of such an 
attitude is difficult* It Involves imagination, preparation, 
and study* 
The first step is to plan an advertising section that 
will get results and provide a method to prove that the re¬ 
sults are clearly traceable to the yearbook. 
Advertising Section* The most desirable advertising 
section is one that the advertiser can be assured people 
will read. A pictorial advertising layout will secure more 
11 readers” than any other approach* Pictures should include 
students posing as prospective customers inside or in front 
of the place of business* The picture may be simply one of 
a student doing something that suggests he should patronize 
a particular place of business* For example, a picture of 
a student showing a hole in his shoe could be used in a shoe 
repair advertisement* An action shot of an athletic contest 
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would heighten Interest In a sporting goods advertisement* 
To accomplish the second objective of being able to 
trace advertising responses to the yearbook, the advertising 
salesmen should try to get the place of business to feature 
a special offer for the yearbook purchaser* A clothing store 
might give a one dollar credit on any purchase of a sweater 
for six dollars or more if the student presents the yearbook 
at the time of purchase and has it signed by the sales per¬ 
son or department manager* A hamburger shop can offer a 
free beverage with a hamburger under the same conditions* 
This proves the yearbook brings results and cancels the 
free offer after it has been given once* 
A pictorial advertising section creates another very 
useful section in the book for additional pictures, provides 
a more creative layout for advertising, and increases the 
number of “readable” pages in the book* 
Other less effective sections might include candid 
photographs, the special offer with a straight printed adver¬ 
tisement, or a combination of the two* 
The size of an advertising section should not exceed 
twenty-five per cent of the book* In larger books no more 
than twenty or twenty-five pages should be advertising* 
Sales Organization* An early start on advertising 
sales takes the guesswork out of the second major source of 
33 
income# The best plan for an advertising campaign is to make 
it thorough and to keep its length within a two-week period# 
Late September or early October is the best time# 
The advisor and business manager should hold special 
preparation sessions for advertising salesmen to help them 
become more competent and effective# Business firms expect 
an efficient and businesslike contact# 
Each salesman should know all the facts of his year¬ 
book, how many books are published, and how much they cost# 
He should have a prepared sales talk, a rate schedule, 
advertising contracts and receipts, and a list of definite 
prospects# He should be prepared for sales resistance# A 
sample rate schedule is shown on the following page with an 
advertising contract on the next page# 
Salesmen should not beg advertising from a firm; 
they should not use the fact that the school or the students 
are customers; and they should not use family contacts as a 
substitute for sales talk# 
Untrained student salesmen are a menace to a sales 
campaign# They can soon play havoc with an advertising 
field that previously held great possibilities# For the 
future welfare of the yearbook, it is better to send out no 
salesmen than to send out those untrained# 
As a definite part of the planning for the adver¬ 
tising campaign, the advisor and business manager should 
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ADVERTISING RATE SCHEDULE 
MIDVIEW LOG 
Midview High School 
Grafton, Ohio 
This will identify _, a student at 
Midview High School and a member of the advertising staff 
for the student yearbook, the MIDVIEW LOG* 
The edition this year, as now planned, will have 160 
pages. We expect to sell 550 copies. The average cost is 
nearly #6.00 per book. Our student subscription rate is 
expected to be $4.00. 
RATE SCHEDULE 
# 1 — Full page #40*00 
# 2 — One-half page 25*00 
# 3 — One-quarter page 16.00 
# 4 — One-eighth page 10.00 
Thank you. 
Edgar V. Duncan 
Faculty Advisor 
MIDVIEW LOG 
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ADVERTISING CONTRACT 
MIDVIEW LOG 
Midview High School 
Grafton, Ohio 
_, 19_ 
We hereby authorize the insertion of our advertisement 
in the MIDVIEW LOG to occupy __ page for Which we agree to 
pay 2_. 
Name of Firm 
SdcEreii 
Advertising Manager 
Publication Representative 
Make all checks payable to the MIDVIEW LOG* 
___ Cash _ Check _ Bill 
Please attach or sketch advertising copy in the 
space below* 
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establish a good rate schedule that Is competitive with 
other schools in the area. 
Yearbook rates are generally set by the page, the 
half page, the quarter page, and the sixth or eighth page. 
Full page rates vary from twenty-five to one hundred dollars; 
the average is forty to fifty dollars. The sixth or eighth 
page rates normally range between five and ten dollars, 
A good ratio to follow for establishing a rate sched¬ 
ule is (1) a full page advertisement should pay for two pages 
of the book, (2) a full page of the smallest advertisement 
size should pay for four pages of the book, and (3) the adver¬ 
tisement sizes between should cost a related amount. 
For example, if a single page in the yearbook costs 
twenty dollars, a full page advertisement should bring forty 
dollars, a half page twenty-five dollars, a quarter page 
sixteen dollars, an eighth page ten dollars. The system of 
an “increasing" rate schedule often induces the advertiser to 
double his advertisement size because he can do so without 
doubling the cost. 
Additional Financing Procedures 
When the sale of books and advertising does not pay 
for all the expenses in the production of the yearbook, the 
business manager must plan additional ventures to raise 
revenue. The projects should be closely connected to year¬ 
book activities and not interfere with staff work. 
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Booster Campaign* One of the quickest and most 
profitable procedures is a booster campaign. This project 
can be organized to canvass an entire neighborhood, charging 
fifty cents or one dollar for listing people as boosters of 
the yearbook. When the business manager determines exactly 
how much additional money is needed, he can then decide how 
much to charge and how extensive to make his campaign. 
Sale of Unused Photographs. Another possibility is 
selling unused photographs to the students. Pictures which 
have been used in the book Itself may be sold because many 
students want the original photographs and are willing to 
pay for them. The price should be low. A flat rate of ten 
to twenty cents for each photograph can produce as much as 
fifty to one hundred dollars additional income. 
Photography Working Agreement. One important 
financing procedure that can "save” the need of making 
money Involves the professional photographer of the yearbook. 
The advisor should try to secure an agreement to get free 
prints of seniors in exchange for awarding him the contract 
to photograph the seniors. The revenue of the photographer 
would come from the extra portraits that he would sell to 
the students. He may also agree to take additional yearbook 
photographs in the same agreement. 
Cutback. If these campaigns do not produce enough 
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income, the easiest places to cut expenditures are the 
number of pages, special end sheets, or a fancy cover. The 
fancy cover should be the first to go. 
Unfavorable Methods 
Student assessments or the sale of special items 
should be considered lightly because they are becoming 
increasingly unpopular. Subsidies from the school or the 
school board are not good because the yearbook should be a 
self-supporting activity. The sale of space in the year¬ 
book to organizations is unwise because it is unfair and 
extremely dependent upon school size. The ability of an 
organization to buy a page or two pages could put undue 
emphasis on a minor activity. 
Records 
Only three permanent records are essential. These 
are accounts-payable ledger, accounts-receivable ledger, 
and a cash journal. 
The first ledger is one in which the business manager 
records accounts that the organization has to pay; each 
account will have a separate page. The second ledger will 
concern accounts from which money is received; these will 
be advertisers, book sales, or other fund-raising projects. 
Each account will have a separate page. The Journal will 
contain the amount and source of receipts, the amount and 
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services received of expenditures, and the balance* ttie 
cash journal will show all transactions In a sequential 
order* 
All money should be deposited immediately by whatever 
procedure is followed by the school* Money paid out should 
always be by check and approved by the advisor* A request 
form for a check may be used. Bills should be paid on or 
before due dates* 
The easiest and best method of establishing an 
appropriate system of books is to engage the assistance of 
the business teacher* 
Editorial Pattern 
The yearbook needs some pattern, basic idea, or 
overall treatment to give it unity* Most good books are 
held together by an editorial theme, a natural and timely 
subject closely related to the school and its activities. 
A unique art or photography motif, a striking layout pattern, 
or an unusual typographical design can achieve unity. 
Use of Theme 
A theme keeps the book from being just a collection 
of pages and aids the staff in deciding whether to include 
certain material or pictures* Although the theme should 
reflect the atmosphere or spirit of the school, it should 
not become the highlight of the publication. 
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The editor can use the theme most effectively by 
Introducing It strongly In the opening pages of the book 
and picking It up on all division pages and perhaps the 
cover* Introductory pages within a division may sparingly 
refleot the theme* 
Theme Possibilities 
The staff must consider the selection of a theme 
with the utmost care to make oertaln It Is appropriate for 
all yearbook owners and will not become out-dated* Boys do 
not appreciate a diary theme, nor girls an athletic theme* 
Shabby photographs, art work, or lettering on the title page 
and division pages will soon become repulBlve to the owner* 
Yearbooks can have any of hundreds of possible themes* 
A new school building, a school anniversary, or a school 
tradition may suggest the theme* Tying the theme to student 
life, an expanding school, or an Ideal la an excellent Idea* 
This provides a suitable medium to show how the several 
phases of school life are knit together Into a harmonious 
relationship* 
Some possible themes for the staff to oonslder ares 
REFLECTIONS by using a pool or a mirror 
THAT WONDERFUL YEAR 
GROWTH by relating to social or scholastic areas 
TAKING A CLOSER LOOK with a microscope or eye 
glasses 
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WIDENING HORIZONS 
WHAT IS MIDVIEW HIGH? 
EJXJCATION FOR LIVING 
OUR TOWN 
STANDING PROUD 
HAPPY ANNIVERSARY, MIDVIEW 
OUR SCHOOL 
SEASONS 
WE BUILD 
MOODS 
TIME 
TRENDS 
Theme Guldeposts 
A well-developed theme can give the book a delightful 
personality which will please the reader. A poor theme, 
artificially treated, can cause the book to go astray and 
displease the reader no end. There are a few guldeposts 
that can be used in selecting and developing a theme. 
Naturalness. The theme may be related to the school 
by emphasizing famous alumni, school spirit, community 
service, area industry, or the school mascot. These possi¬ 
bilities will save the book from dull, ineffective themes 
like Shakespeare, Greek mythology, or circus life. 
Timeliness. MWhat Did We Do in '62?M might suggest 
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a simple but effective theme* World peace. United Nations, 
anniversaries, an election year, or merely MThis Was The 
Year” are further examples that will keep the theme timely* 
Appropriatesss* Student appeal is the goal of any 
theme* The theme must be flexible so that it can be pre¬ 
sented simply through art, pictures, and copy* It should 
be light, gay, understandable, and in step with the fresh¬ 
ness and vigor of youth* 
Subtleness* The theme which becomes too obvious 
detracts from the content of the book* Whatever it is, the 
theme should be subordinate to the ”real theme,” which is 
the story of the school year in words and pictures* A book 
with no theme is better than one with an overdone theme* 
Yearbook Planning 
Good yearbooks do not happen by accident. They are 
planned in detail before one cent is spent on production* 
The process is similar to designing and building a house 
except in yearbook publishing the chief architect is the 
editor* His best starting point is to engage the assistance 
of one or more of his associate editors* They should study 
the last several yearbooks published by the school to see 
what material needs to be retained, added, or deleted* 
Prom these yearbooks and publications of other schools they 
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can note effective ideas and procedures that they wish to 
use or modify. 
Working in close co-operation, the editor and busi¬ 
ness manager should decide how many pages can be financed 
under the proposed budget. School yearbooks of the last 
year or two will serve as a guide in determining this 
figure during the spring planning stages. 
Space Allocation 
The first really visible planning is a definite page- 
by-page allocation of material to be included in the year¬ 
book. A "ladder” outline is the most effective aid in 
allocating space. The editor can quickly construct the 
outline by drawing a vertical line through the center of a 
sheet of typing paper. All odd-numbered pages are listed on 
the right side of the line; even numbers are placed on the 
left side. The page numbers that appear together will face 
each other in the book. 
The plan enables the editor to arrange related mater¬ 
ial on facing pages, provides a picture of the entire year¬ 
book arrangement at a glance, and makes it possible to 
switch pages from one section to another without a revision 
of the whole book. If material is forgotten or new subject 
matter is later discovered, it can be added with little 
difficulty. 
A sample ladder outline appears on the following page. 
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LADDER OUTLINE 
1 Title page 
Dedication 2 3 Introduction 
Contents 4 5 School life candids 
Division 6 7 Page 
Administrators 8 9 Faculty 
Faculty 10 11 Faculty 
Faculty 12 13 Other employees 
Division 14 15 Page 
Action shots 16 17 of major activities 
Action shots 18 19 of major activities 
Action shots 20 21 of major activities 
Action shots 22 23 of major activities 
Division 24 25 Page 
Seniors 26 27 Seniors 
Seniors 28 29 Seniors 
Seniors 30 31 Seniors 
Seniors 32 33 Seniors 
Seniors 34 35 Seniors 
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The ladder outline helps the editor avoid many pit- 
falls and saves the staff time and money. This initial 
planning step also is useful because of certain printing 
and binding procedures. 
Printing and Binding Procedures 
Yearbooks are printed in signatures, sections of 
eight or sixteen consecutive pages. The pages are printed 
on one large sheet in a single operation. When folded as a 
unit, the sheet forms one section of the book. In the pre¬ 
paration for binding, the sections are sewed Individually 
and glued to the adjoining signatures along the inner edge. 
The complete set of signatures is then trimmed on three 
sides and attached to the cover. 
Since the publisher prints the book in signatures, it 
is important to arrange material so that several consecutive 
pages are finished at the same time. Special effects or 
color reproductions that will require the printer more time 
to prepare should be limited to signatures that will be 
completed early in the production schedule. Extreme care 
should accompany the planning of pages at the end and begin¬ 
ning of each signature. Because these pages are to be glued, 
the editor should not plan to have pictures or material run 
into or across the binding. The chances are that a part of 
the material will be hidden in the binding, or that the 
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presentation will lose some of Its effect* 
Editorial Format 
After the staff chooses a theme, It then must decide 
what editorial format to use* This plan with slight vari¬ 
ations will fall into one of two classifications, traditional 
or narrative* 
I 
Tradltlonal Format 
In the traditional form the book is departmentalized 
I under division headings* The most common are administration, 
faculty, graduates, underclassmen, organizations, activities, 
athletics, and advertisements* The traditional make-up is 
Just what the name implies; staffs have used it for years* 
It facilitates classification of material and is not open to 
criticism* 
Opening Section* ihe opening pages in a yearbook 
are similar to those of any book; they are the introduction* 
This section contains the name of the book, where, when, 
and by whom published* It should have an introduction or 
preface and a table of contents* Quite often yearbooks 
have a dedication in the opening section* 
Small yearbooks normally require four pages in the 
opening section, one each for the title, dedication, fore¬ 
word, and table of contents* Larger yearbooks may have as 
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many as eight opening pagest page 1, sub-title; pages 2 and 
3$ title; pages 4 and 5> dedication; pages 6 and 7, foreword; 
and page 8, contents* A copyright page is sometimes sub¬ 
stituted for one of these* Hie only definite order for 
these pages is that the sub-title or title page, if sub¬ 
title page is omitted, should be first, and the table of 
contents should be last* 
Division Pages* A yearbook may have as many divisions 
as needed* Hie number varies from four to ten or fifteen 
depending upon the size of the book* Division pages are 
commonly used to Introduce each section* In larger books 
facing pages are often used to make a two-page division 
introduction* Single division pages are used in smaller 
yearbooks and should always appear on the right side or on 
an odd-numbered page* The divisions do not have to appear 
in any particular order so long as they present the material 
in a logical, interesting manner* 
Narrative Format 
The narrative sequence is a comparatively recent 
development* Publishers frequently refer to the form as 
"streamlined” or ”story book*” It permits a wide range of 
possibilities and has few restrictions* Perhaps the only 
limitation is the use of a title page. With the exception 
of class pictures appearing in a unit, the school story may 
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be presented in almost any order* A football picture may 
appear in the early part of the book or a photograph of a 
faculty member may be placed in some unexpected place* The 
arrangement of material might be chronological by month or 
season; it may be alphabetical by event or organization* 
The major concern is to keep the book within one complete 
story or narrative* In an editorial sense a narrative book 
is usually more difficult and intricate to manage* 
Style 
Along with the consideration of format, the staff 
must decide upon a yearbook design or style* The basic 
concern is the type pictures and layout the staff wishes to 
use* Normally there are two common divisions, formal and 
informal* Staffs seldom use either style without modifica¬ 
tion; the most popular variation is a combination of the two* 
Formal 
A formal styled book is the traditional approach* 
Pictures of students and groups will be formal portraits in 
formal or semi-formal dress* ftie page layouts and copy will 
be dignified with little flexibility* The formal style 
practically assures an equivalent attention of all students 
and groups* It creates few problems and expedites produc¬ 
tion* 
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Informal 
Inclined to be symbolical and modernistic. Informal 
style evades definition and description* It rules out all 
form and places emphasis on candid photography, art work, 
and layout* Intimate candids or sketches may be inter¬ 
spersed throughout the serious graduate section; line 
etchings and wood-engravings may be used whenever desired* 
An Informal design has the opportunity of taking the reader 
behind the scenes and depicting life as it really is* The 
design helps to break up the book, sustain interest, and 
provide a change of pace* A disproportionate amount of 
space to students and groups who make good candid copy is 
one of the major criticisms of the style* 
Combination of Styles 
The popular variation, achieved by combining the 
formal and informal styles, provides the easiest and some¬ 
times best solution for a staff* Students and faculty are 
remembered as they are most often seen; consequently an 
informal or candid presentation of them in activities or in 
classroom will make more interesting sections* 
By using a combination of the two styles, the staff 
may employ a strict formal display for the graduates and use 
candids for the faculty, or it may choose to run candids 
along with formal photographs in one or both sections* 
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IXunmy Preparation 
After deciding on the format and style, the editor 
and make-up editor can begin to co-ordinate their plans 
into a miniature dummy* Using the ladder outline as a 
guide, they can sketch small page layouts, displays of pic¬ 
tures and copy, of the complete book* 
With a wide range of suggestions the editor has a 
better opportunity of finding effective layouts to help 
create a beautifully designed yearbook* To get different 
possibilities, he might ask his sub-editors to submit two 
or three sets of miniatures of their Individual sections* 
He could use the best suggestions and possibly get ideas 
from all of them* 
When the editors complete the miniature dummy, they 
then enlarge it to full book size* This will become the 
working dummy and is best described as a blueprint* It 
will contain a detailed layout of each page in the yearbook* 
The publisher usually supplies the school with 
special blank dummy sheets* If this Is not the case or the 
editor would like to construct his own, he may easily pre¬ 
pare a loose-leaf dummy using typing paper or graph paper 
that Is trimmed to be the exact size of the pages in the 
finished yearbook* Graph paper makes it easier to sketch 
areas representing pictures and copy* 
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All pictures, copy, headlines, captions, and art 
work are proportionately represented in the dummy. Every 
item on the page should he Identified by page and position. 
This same identification will be placed on all pictures and 
copy to be used on that page. This procedure helps the 
publisher to eliminate errors in production at the factory. 
Pictures are represented in the dummy by rectangles, 
which may be shaded in to help provide perspective. Copy 
and captions, copy that accompanies a picture, are design 
nated by straight lines covering the exact area expected to 
be used. To distinguish copy from caption lines, the 
editor should leave more space between the lines indicating 
regular copy. Headlines may be lettered in or indicated by 
rows of W*s. Art work Is sketched. 
Four typical miniature dummies are shown in Figure 2. 
The fourth miniature page is reproduced in Figure 3 as It 
would appear on a final dummy sheet. 
Since the yearbook will be a replica of the dummy, 
the editor must follow certain principles regarding layout 
while preparing it. 
Page Margins 
In modern yearbooks two margin plans are used simul¬ 
taneously. One plan requires a definite margin; the other 
calls for no margin. A definite margin treatment is used 
most often and provides complete page unity; it is always 
FIGURE 2 
MINIATURE DUMMY 
Opening Football 
Football Continued 
Figure 3 
COMPLETED PAGE DUMMY 
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used for copy and captions* The latter margin plan la 
necessary beoause pictures are often allowed to ”bleed-off” 
the page or run flush to the Mgutter” of the book* When a 
picture or drawing runs off the edge, top, or bottom of the 
page and leaves no White margin. It Is referred to as a 
bleed-off or bleeding picture* The same term Is used to 
describe a picture that runs Into the gutter or the line 
where two facing pages meet at the backbone of the book* 
The common page sizes for yearbooks are 7-3/4 x 10-5/8 
and 9 x 12 Inches* The picture or type area for the former 
18 usually 6 x 8-5/8 and for the latter 7-1/4 x 10 Inches* 
The Inside margin Is the narrowest, the top margin Is some¬ 
what larger, the outside one Is the next largest, and the 
bottom margin Is the greatest* Margins arranged In this 
manner tend to help the facing pages meet the eye as a 
single unit* 
Bleed Photographs 
Photographs and materials should never bleed where 
they might be folded Into the signature* Pictures of 
Individuals or class panels are dangerous materials to 
bleed because irregular sizes are likely to result in the 
finished product* About one-eighth inch extra should be 
allowed on a picture that Is to bleed so that no important 
detail of the picture Is lost when the page Is trimmed* 
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The safest pictures to bleed are ones that do not require 
trimming at an exact spot* These usually are views of 
buildings or action shots* If bleed pictures are used 
sparingly, they provide great possibility for dressing up 
the layout* 
Layout Design 
Layout is a means to an end, not an end in itself* 
Layout is organization of the component parts of a yearbook, 
page by page, to produce a finished book that is uniform, 
yet pleasing* Layout and good photography are the two most 
Important elements of yearbooks* 
Once yearbook objectives are clearly defined, the 
imagination of the layout and photography editors is called 
upon to suggest ways of conveying the desired information 
forcefully, clearly, and logically. 
Good layout is the secret of combining pictures, type, 
headlines, art work, and white space in an attractive, 
effective arrangement* It is simple and yet it is not sim¬ 
ple at all* There are no magic formulas or automatic machines 
to build layouts, but there are some basic principles that 
will effectively guide the staff to a well-planned book* 
Simplicity 
As in architecture, industrial design, or decorating. 
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simplicity is the key to lasting beauty. The flashy, bold 
layout may be effective for advertising flyers but cheapen 
the appearance of publications. Simple, beautiful layouts 
give a publication dignity and prestige. Effective layouts 
bring out the story rather than lose it in the maze of an 
overdone display. 
The reader should never be conscious of the layout 
design. His eye should be carried so easily across the 
page, following the photographs and story, that he gets 
the message and goes on to the next page. If he pauses to 
admire the unusual layout, the message has been lost. 
Imagination must be combined with simplicity to 
prevent the most common layout error, over-simplification. 
Too often, the yearbook staff yields to dull, unimaginative 
symmetrical layouts that rob the book of its snap. The 
other extreme is the over-imaginative book that defeats its 
own purpose. 
Yearbooks built by adapting layouts from advertise¬ 
ments, magazines, and newspapers often show features which 
are inappropriate. These layouts are generally designed 
to compete for attention and are out of place in a yearbook. 
Headlines which shout for attention are not pleasing for the 
relatively calm environment of a yearbook. Odd shaped 
pictures and other gimmicks of ingenuity draw attention to 
this fact and not to the story content of the pictures. 
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The layout editor should consider his Job as a prob¬ 
lem of breaking up space* Figure 4 below shows how drawing 
a horizontal line across a miniature layout page, about one- 
third up from the bottom, can produce a layout for one 
picture, a panel of pictures, or variations for one or two 
pictures* 
FIGURE 4 
BREAKING UP SPACE 
Unity 
Except for the first and last pages, whenever a 
person looks at a book he sees two pages* Hie layout editor 
must keep this fact In mind and plan layouts as double-page 
spreads so they will appear to be one unit* While the 
editor-in-chief can use an effective theme to give unity to 
the entire book, the layout editor must rely tricks to 
achieve the effect on a double-page spread* 
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Butting Pictures# By butting pictures, the layout 
editor can build a bridge across the gutter of the book as 
shown in Figure 5# This carries the eye of the reader across 
the two-page layout# Butting is Just short of bleeding 
pictures into the gutter# 
FIGURE 5 
BUTTING PICTURES 
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Touching Comers# Touching the comer of one pic¬ 
ture with the comer of another as exemplified in Figure 6 
also forms a bridge# 
FIGURE 6 
TOUCHING CORNERS 
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Crossing Over# Figure 7 below shows how using a sin¬ 
gle picture, the layout editor can cross over the gutter of 
the book# When this Is done, the gutter must divide the pic 
ture at a nonessentlal place# Heads of people should never 
be spilt# 
FIGURE 7 
CROSSING OVER 
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Lining Up# The layout editor can line up the bottom 
of one picture with the bottom of another picture# This 
carries the eye on an imaginary line across the two pages 
as In Figure 8# 
FIGURE 8 
LINING UP 
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Margins* Uniform margins as in Figure 9 not only 
give unity to the double-page spread but also to the entire 
publication* A good margin on a page is like the mat around 
a painting* They both set off what is to be seen9 adding 
richness and dignity* 
FIGURE 9 
UNIFORM MARGINS 
Margins should be proportionate to the size of the 
page with the narrowest margin at the gutter of the book* 
Figure 10 shows that this places the weight of the double¬ 
page spread at the optical center* 
FIGURE 10 
PROPORTIONATE MARGINS 
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Some page element should touch the margin on all 
four sides of each page except where full-page bleeds are 
used# Figure 11 defines the margin and all corners, espe¬ 
cially the outside bottom comers of each page# 
FIGURE 11 
TOUCHING MARGINS 
Size# Using elements in equal parts seldom provides 
a very pleasing or interesting layout# One element should 
dominate, generally one of the photographs as in Figure 12# 
FIGURE 12 
ELEMENT SIZE 
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Using an occasional full-page, bleed photograph as 
shown in Figure 13 gives effective contrast in size and adds 
a dramatic touch to the yearbook* The quality of the picture 
must be worthy of a full page* 
FIGURE 13 
FULL-PAGE BLEED 
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Shape* The average publication has an over-abundance 
of horizontal, rectangular pictures# Generally, the sizes 
are about 3” x 4M* Interesting tall, slender rectangles or 
low, long rectangles cam be obtained if pictures are cropped 
so that only the main subject matter is used* Spreads such 
as Figure 14 will be the result* 
FIGURE 14 
PICTURE SHAPES 
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Balance 
Every double-page spread must balance♦ Like a scale, 
the weight on the left-hand page and the right-hand page 
should be the same. Weight on one page without a counter 
balance on the other will cause the layout to MfallM and be 
distracting to the reader. The layout editors have two 
choices of balance, formal and Informal, 
Formal Balance, Formal balance, illustrated in Fig¬ 
ure 5, Page 58, Is achieved when elements of the same num¬ 
ber and size are placed the same distance from the center 
of a double-page spread. Using equal masses is the easiest 
layout to plan and gives the impression of formality. Formal 
layout is used most often in the graduate and underclass 
sections. Availability of material makes it impossible to 
achieve formal balance throughout the book. Formal layout 
for an entire book would become too formal and monotonous. 
Informal Balance, Informal balance or layout, as 
shown in Figure 6, Page 58, is more difficult to achieve, 
but it is desirable for variety and must be used when formal 
balance is impossible, Hie layout editors will still use 
the principle of the scale. To gain balance they will put 
a large element opposite two smaller elements. One larger 
element close to the gutter will be balanced by a lighter 
element farther from the gutter on the opposite page. 
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Contrast 
To avoid monotony, contrast should be used* Formal 
against informal gives good contrast* Tilted pictures, 
even though they may be rectangular, give the illusion of 
being a different shape* Tilted pictures should be used 
very sparingly and never tilted more than fifteen degrees* 
Color is Important in creating contrast* 
Color 
When color is mentioned, one generally thinks of 
red, blue, green, or yellow* Most yearbooks, however, are 
printed only in black and white, but each element has its 
own color in black, white, and shades of gray* Each must 
be weighed for balance and contrast* 
Copy blocks should be considered as gray areas to 
be used as contrast to the black of headlines* Black, white, 
and gray photographs are contrasts to the white background 
of the page* 
White space provides contrast and also frames the 
blacks and grays of the other elements* White space is 
breathing space* A page which is too crowded with pictures 
and copy will "suffocate” the reader* Too much white space 
may become blank space and be uninteresting* The white 
space must be weighed along with all other elements on a 
double-page spread as has been done in Figure 9 on Page 60* 
65 
If the budget permits, the staff may consider the use 
of a second color* Here again, they should be conservative 
and keep it simple* The photographs are the most important 
thing* A second color should not detract from their content* 
The color may be a tint and effectively incorporated with 
the artwork. Dou-tone photographs, used in the opening sec¬ 
tion, can help produce pleasing layouts. 
Variety 
Variety is the device used to keep readers interested 
from page to page in the content of a publication* In the 
graduate and underclass sections the same layout may be 
repeated several times* To avoid losing the interest of the 
reader, the layout editors design one master layout for 
these sections* 
The master layout is used for one double-page spread 
and inverted for the next. A third design is achieved by 
interchanging the left and right pages; this layout is in¬ 
verted to form a fourth variation* 
As Figure 15 on the next two pages illustrates, all 
four layouts have a family resemblance, yet none of them is 
a duplicate of the other* After three or four double-page 
spreads, the reader has forgotten the layout design of the 
first one, making it possible to repeat the sequence for the 
remainder of the section* 
Layout editors should not attempt to accomplish 
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FIGURE 15 
FAMILY LAYOUT 
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B# Inverted Master Layout 
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FAMILY LAYOUT (CONTINUED) 
C. Reversed Master Layout 
D. Inverted Reversed-Master Layout 
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variety to the extent that they use undesirable methods* 
Pictures placed on a background covered with designs lose 
their effectiveness* Copy printed In unusual patterns or 
at an angle Is difficult to read* A repetition of printed 
borders or tint blocks Is In poor taste* The use of too 
many elements on a double-page spread creates a confused 
layout* Square photographs are not conducive to good layout 
design* This principle follows a basic art concept, never 
place a square Inside a rectangle* 
Special Effects 
Any layout principle can be broken successfully, 
but only for special effects* The exceptions are title 
pages, division pages, and class pages* A division page 
might lead the reader off the page and Into the section that 
follows* Class pages will have a great deal of photographs 
the same size, but panels of different sizes will provide 
variety* 
Pictures 
In each student, from the most prominent senior to 
the almost unknown freshman, there Is a universal desire 
to be able to show his own picture to family and friends* 
All kinds of pictures, from news shots through action photo¬ 
graphs to classroom scenes, are Important In the yearbook* 
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All fulfill the desires of pupils to see pictures of them¬ 
selves in a book* 
Portraits 
Individual portraits for classes are usually put 
into panels. This is a delicate and exacting Job. The 
engraver or offset representative generally suggests how 
to prepare the panels. An advisor will usually learn the 
hard way that it is not practical to use a portrait from 
a studio other than the one contracted to take all the 
pictures. The odd pictures will stand out because the 
background, the head size, the distance from hairline to 
chin, and the tone are different. Most school staffs will 
not accept pictures from more than one photographer. 
Planning and Scheduling 
If the staff wishes to record plctorlally every 
important part of school life, it is necessary to have a 
carefully worked-out schedule to take pictures. A diagram 
of the picture desired may aid the photographer. A time 
schedule is important because it is Imperative that the 
staff not waste the time of the photographer, the time of 
the people in the picture, or the photographic supplies. 
The staff may need to help the photographer carry equipment 
or provide information about the kind and shape of picture 
wanted. Staff members should be ready to take down necessary 
70 
Identification of people at the time the picture is taken* 
To take classroom pictures, the photographer will go 
from room to room at appointed times* The staff should 
prepare a schedule so that the photographer can move method¬ 
ically, taking a picture about every five minutes* The 
schedule should be worked out in advance and distributed to 
the teachers so they can plan accordingly. 
Scheduling is also an important part of taking group 
pictures. Getting people to a specific location at a 
desired time is not always simple. The staff should notify 
all students who are to be in a picture in advance. Picture 
schedules should be posted on all bulletin boards so that 
students and teachers will know the arrangement. 
Picture Processing 
Once pictures are taken and the photography staff 
begins selecting pictures to be used in the yearbook, every 
staff member should be familiar with a basic guide of good 
processing procedures. A sample student guide is given on 
the following page. 
Modern Photography Concept 
Even though the modern yearbook is a pictorial story 
of one school year, each publication Inevitably covers much 
of the same ground covered by the book of the preceding year 
and of the year before. The trend today is to avoid following 
71 
PICTURE PROCESSING TIPS 
1* Layout all pictures. Use only the best, 
2, Consider each picture in terms of pictures already 
selected, 
3* Arrange pictures so that photographs face into the page, 
4. Crop pictures intelligently and skillfully. Keep heads 
at maximum size. Cut foreground and background areas 
to bring figures closer. Crop anything that is not 
needed. Leave more area space on the side toward which 
the subject faces, 
5* Have the photographer provide pictures of proper size. 
Enlarging or reducing photographs by a great deal damages 
the quality of photographs, 
6, Handle photographs cautiously. They are easily damaged, 
7, Avoid marking on the back of a photograph. When this is 
necessary, use soft pencils and press lightly, 
8, Avoid the use of paper clips with photographs. They 
leave marks that will reproduce, 
9* Use bleeds with discrimination. Use bleeds for dramatic 
effect and for emphasis. Do not bleed gray wallB, Do 
not bleed when white space is going to waste on the same 
page. 
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the same path which has deepened into a rut* 
The solution to the problem is far more difficult, 
but it can produce an excitingly different book* The photo¬ 
grapher captures behlnd-the-scene-action of the school band 
in rehearsal, the grandstand and the locker room drama at 
athletic events, students and teachers off-guard in class¬ 
rooms and in activities, and organizations in action* 
The yearbook photographer, whether a student or a 
professional, must be an artist; the technical aspects of 
photography are secondary* Modern standardization of film 
and simplification of camera settings allow the photographer 
to concentrate on the subject and the composition, to 
exercise his imagination and creativity to the fullest* 
The content of such pictures tells a more complete 
story and makes it easier to accomplish pleasing layout 
arrangements* 
Editorial Content 
The most appealing pictures ever assembled for a 
yearbook are almost useless unless interesting editorial 
matter accompanies them* Words are needed to tell the 
whole story of the year* The book fails to live up to 
expectations if it does not tell the story in words as well 
as in pictures* 
Editorial content is usually divided into four kinds. 
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each with Its own purpose* Copy or body copy is descrip¬ 
tive and explanatory and tells the basic story* Captions 
or cutline8 explain the action or the idea of a picture* 
Headlines are short statements that serve as a title for a 
section or page* “id^*1 or identifications name the 
people in the pictures* 
Body Copy 
Body copy should be lively, interesting, and infor¬ 
mative* The writer should use action verbs* It should be 
written to fit the space provided for copy in the dummy* 
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Yearbook authorities say that the failure to edit copy to 
fit space spoils the appearance of more yearbooks than any 
other fault* 
All copy writers need a basic guide, outlining 
the content of copy in each section and suggesting good 
methods of writing* A guide similar to the one on the 
next page could be posted in the yearbook room for 
reference* 
Cutlines 
Outlines are necessary for nearly every picture* 
They may be placed below, above, or at the side of pictures. 
The preferred position is below the picture* Students in 
candid photographs should not be named if there are more 
than five* 
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copy tips 
1* Good writing should put over an idea clearly, simply, 
accurately, and interestingly. 
2. Sports copy must contain the record of the season. It 
should be free from Jargon and editorial comment. 
3* Copy in the organizational section should give a short, 
vigorous report of the major business for the year. It 
should explain the purpose of the groups and include the 
names of the officers and advisors. 
4. Academic or curriculum sections should have bright, 
clever copy. They may feature new developments, play 
up research projects, and emphasize accomplishments. 
5* Activities seldom cause much of a problem. Polish the 
copy and make it interesting. 
6. Faculty copy should contain first and last names, 
subjects taught, and activities advised. 
7. Senior copy should contain a list of activities in a 
senior index. Avoid personality sketches and super¬ 
latives. Use clear, accurate standard English. 
8. Although copy is an important part of any book, keep 
it to a minimum. Let large lively photographs carry 
the burden of telling the story. Large amounts of 
small type usually will not be read. 
9* Check and recheck all copy. Check especially for 
spelling errors and incorrect identifications. 
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Headlines 
The final consideration in editorial content is 
the headline* Every two-page layout should have one* The 
old headline label that said nothing is being replaced in 
yearbooks* The newspaper headline that makes a statement 
is a more effective device* 
Cover Selection 
By carefully selecting the cover of the yearbook, 
the staff can make a good first impression on the reader* 
The cover must be in keeping with the book* It is a mis¬ 
take to put a heavy, expensive cover on a small book* The 
ideal cover should have durability as well as beauty* 
Much of the value of a yearbook lies in the fact that it 
will be a memory book that should last a lifetime* 
Scheduling Yearbook 
Procrastination is always bad* Wien it results in 
the late appearance of the yearbook, it is tragic* Too 
often student staffs work at a leisurely pace early in 
the year and finish the book in a mad rush. This creates 
poor workmanship and sometimes Increases the cost of 
producing the yearbook. 
A definite production schedule should be drawn up by 
the editor and advisor* Each staff member can underline the 
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steps in which he haB part and check them off when he has 
completed them* A wall chart for recording progress for 
each page is a valuable aid. 
Work Schedule 
A division of work into specific times of the school 
year is an advisable procedure* By the following of a basic 
time schedule, the staff should have no difficulty meeting 
publication deadlines and in including all desired materials* 
This kind of general work schedule may be planned by the 
month or by the season* The following example is based on 
both time periods# 
Spring or April* May* June. Each spring the skeleton 
staff for the succeeding year should be organized* The new 
staff members should start their operation by finding out 
from the old staff what things they had wanted to do which 
did not work out, what they would do differently if they 
had the opportunity, and what were the worst problems they 
had encountered* 
The advisor, editor-in-chief, and business manager 
should investigate carefully the services of several printers 
or publishers who may be available, checking quality of work, 
costs, distributing of labor, accessibility, and probable 
assistance from the representatives. The publisher who can 
best serve the need of the school should be selected* 
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Bids for photography work should be requested. Along 
with the cost, quality of work and service should be con¬ 
sidered. The staff should have its final selection approved 
by the administration. 
The budget committee, using financial statements of 
previous years as a guide, should formulate the new budget. 
If the yearbook is published In the spring, end-of- 
year activity pictures to be used the following year should 
be taken. These will include spring sports, prom, plays, 
and graduation. 
Fall or September, October, November. As soon as 
school 8tarts in the fall, the advisor should call a staff 
meeting to review spring appointments and make any needed 
changes. Additional staff appointments should be discussed. 
The advisor and editor-in-chief should examine dummies and 
themes that were developed over the summer at college work¬ 
shops or through informal staff meetings. Final decisions 
on these items, along with the cover design and specifica¬ 
tions, should be made as soon as possible. 
The yearbook sales and advertising campaigns should 
be organized and executed. If the yearbook has a late 
summer delivery plan, distribution of books must be accom¬ 
plished. 
Other considerations during this time include planning 
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rough drafts of all copy, setting up page deadlines, working 
on the foreword and the dedication, laying out division pages, 
and re-checking the budget. 
The fall photography schedule should be followed 
around-the-clock. The staff should complete senior, under¬ 
class, and faculty portraits, football pictures, and informal 
shots of flrst-of-year activities. 
December. Before Christmas vacation the staff should 
have several sections ready for the publisher. Generally 
these are senior, underclass, faculty and advertising. 
Titles, table of contents, foreword, and division pages also 
should be ready. Art work should be completed. Group 
pictures of organizations and activities should be taken. 
January. The photography staff should complete 
basketball pictures and take all final pictures. All copy 
should be completed and typed. The business manager should 
check all accounts and get finances in order. 
By the end of January or early in February two- 
thirds of the book should be in the hands of the publisher. 
February. March. Most final deadlines arrive by the 
middle of March. The final one-third of the yearbook, there¬ 
fore, must be completed during late February. The sports 
section and senior index are included in this final shipment. 
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The staff should write a "business report, put year¬ 
book files in order, evaluate all work for the year, and 
help the new staff get started# 
Alternate Schedule 
Because of varying yearbook production procedures, 
such as the spring supplement or late summer delivery, the 
preceding schedule may be altered# However, the schedule, 
with very few exceptions, should not be set back more than 
a month# 
Yearbook Press Associations 
Behind every good high school yearbook is a competent 
faculty advisor, and behind every good faculty advisor is 
the leadership and support of at least one national school 
press association# 
The vast network of student publications across the 
nation is serviced by five major professional organizations# 
They are National Scholastic Press Association, Columbia 
Scholastic Press Association, Quill and Scroll, Catholic 
School Press Association, and National School Yearbook 
Association# 
These school press associations publish five press 
magazines that are subscribed to by over thirty thousand 
and read by at least ten times that many student Journalists# 
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The five organizations claim over ten thousand member 
schools and are a continuous influence for better student 
Journalism* 
The national press associations contribute heavily 
to the constant progress of school publications* The most 
valuable service in this area is a constructive critical 
analysis of a yearbook* The average cost for entering a 
yearbook for analysis or Judging is about ten dollars* 
However, one question about such service is still asked* 
Hhat is to be gained by entering a particular contest or 
having a yearbook evaluated? 
Publication staffs should have a definite reason for 
entering contests* The winning of honors is not sufficient 
in itself. Such contests should reveal the strengths and 
weaknesses of a yearbook but should not solely determine 
editorial policy or content* The situation of each school, 
reader Interest, and service to the sohool and community 
should determine these primary concerns. 
The addresses of the major associations ares 
National Scholastic Press Association 
18 Journalism Building 
University of Minnesota 
Minneapolis, Minnesota 
Columbia Press Association 
Box 11 
Low Memorial Library 
Columbia University 
New York 27» New York 
Quill and Scroll 
State University of Iowa 
Iowa City, Iowa 
National School Yearbook Association 
Box 3344 Uhlte Station 
Memphis 17, Tennessee 
Catholic School Press Association 
552 North Thirteenth Street 
Milwaukee, Wisconsin 
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